COVID-19 SOCIAL ISOLATION SITE SUPPORT 


OVERVIEW 

In general, Nonprofit Fiduciary Partner (NFP) supports procurement of food, basic supplies, cell phones for 
telemedicine, andmedical waste services for Los Angeles County COVID-19 social isolation sites. Our team 
can also reimbursestaff and/or organizations who incur similar expenses related to the operation of these 
sites. 


Within this document you can find: 

1. Nonprofit Fiduciary Partner primary points of contact 
Guidance on ordering food for a site 
Guidance on ordering and replenishing supplies for a site 
After hours procedures 
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Guidance and forms for reimbursement 


Nonprofit Fiduciary Partner does not hold contracts for security, housekeeping, cleaning, laundry/linen 
services, or regulargarbage disposal. These services are coordinated through ISD/OEM. Similarly, Nonprofit 
Fiduciary Partner does not sourcehandwashing stations, fencing, refrigerated trucks, and similar large-scale 
rentals. These items are sourced through pre-existing County contracts. 


SITE LEADS 


In general, Nonprofit Fiduciary Partner requests that each County Site Manager/Director proactively 
assess all food and supply needs for a site and act as a single point of contact with Nonprofit Fiduciary 
Partner and the County Emergency Operations Center (EOC). Similarly, each site will have a designated 
“NFP Site Lead” and “EOC Site Lead” to manage and approve requests for each social isolation site. All 
communication from County Site Managers/Directors should go to both the NFP and EOC emails listed 
below for each site. The Nonprofit Fiduciary Partner Site Lead will coordinate food delivery and provide a 
written, daily supply update to the County Site Manager and EOC Site Lead. This will mitigate duplication 
of efforts and help us collectively prioritize requests. 


Nonprofit Fiduciary Partner Site Leads - TBD 
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EOC Site Leads - TBD 


OTHER KEY NONPROFIT FIDUCIARY PARTNER POINTS OF CONTACT - TBD 


FOOD AND BEVERAGE 


OVERVIEW 

Nonprofit Fiduciary Partner will supply three “hot” meals per day, snacks and drinks to meet the needs of 
patients. Vegetarian and other dietary restrictions can be accommodated, assuming that information is 
provided in thedaily head count. Frequency of food delivery depends on the caterer and will be communicated 
with the County Site Manager. Please alert security of delivery schedule and caterer company name. 


DAILY PROCEDURE 


TIME ACTION WHO 
8 AM - 3 PM Determine estimated head count for following day. County Site Manager 
3 PM Send following to NFP / EOC Site Leads via email (Put County Site Manager 


“Daily Food Head Count — SITE NAME” in the subject): 
e Estimated head count 
e Type and # of Dietary Restrictions 
4PM NFP updates caterer with information for following day NFP Site Lead 


e Q: What if our estimated head count changes after 4 PM? 

o A: If you receive more patients than expected, please prioritize catered food for patients. If the 
site is short on food to feed all staff, staff can order food via Doordash, UberEats, or pick up 
food from a local restaurant and submit receipts for reimbursement. Please follow 
reimbursement instructions included in this packet. 
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e Q:Can we request specific food? 
o A: Please specify any dietary restrictions each day when reporting the estimated headcount at 
3PM. If there are certain preferred catering dishes, please communicate with your NFP Site 
Leadvia email. Nonprofit Fiduciary Partner cannot guarantee requests will be fulfilled, but we 
will communicatepreferences to the caterer. 
e Q: Will snacks be available at the site? 
o A: Snacks and some beverages are provided by Nonprofit Fiduciary Partner via various 
vendors. Please seethe supply request procedure to learn how to request additional inventory. 


SUPPLIES 


OVERVIEW 

Nonprofit Fiduciary Partner will lead procurement for: over the counter (OTC) medicine, hygiene products, 
basic clothing, first aid supplies, office supplies, storage supplies, snacks, cleaning supplies, cell phones for 
telemedicine, and miscellaneous items specific to the site. Additionally, Nonprofit Fiduciary Partner is working 
in tandem with County partners to secure basic PPE (masks, gloves, gowns, face shields,) hand sanitizer, and 
some medical equipment.Please note: some items are hard to source during this time — PPE, cleaning supplies, 
spray bottles, hand sanitizer, and some medical equipment. 


Please note that all supplies requests processed by Nonprofit Fiduciary Partner will require approval by the 
EmergencyOperations Center contact, and some requests will be fulfilled by other entities, which may 
affect delivery timelines. For this reason, it is important to submit requests as in advance as possible and 
communicate the level of urgency for each item. 


Nonprofit Fiduciary Partner will generally communicate delivery windows, but that is not always possible. 
County Site Managers should alert security that supplies may get delivered at any time. 


INVENTORY 

Nonprofit Fiduciary Partner tracks all items purchased for each site but will rely on County Site Managers to 
track inventory and notify their Nonprofit Fiduciary Partner Site Lead when items are running low and need to 
be restocked. 


RESTOCKING / REQUESTING NEW ITEMS 

Requests are processed on weekdays, from 8 AM — 5PM. Please send requests via email prior to 3 PM to the 
site designated Nonprofit Fiduciary Partner email address (i.e. Dockweiler@BrilliantCorners.org for Dockweiler, 
etc.) and ccthe EOC site contact. When possible, limit the number of supply order request emails to two per 
day for each site to mitigate requests potentially getting lost. 


For each item you request, include: 
o Item name 


3|Page 


SOCIAL ISOLATION SUPPORT — NONPROFIT 


Quantity 
Whether this is a re-order or new item 
Size/dosage (if applicable,) and 
Level of urgency/priority for the request 
= 1-—ASAP 1-2 days (site staff may need to purchase for reimbursement) 
= 2 — Within 3-5 days OK 
= 3 — Within 6-10 days OK 
= 4-— Within 14 days OK 
= 5— More than 15 days OK 


O 0 0 © 


If you want a particular type of item, it is helpful to include a link. 


We ask that you do your best to forecast need for a number of days out, taking into consideration the 2-5 day 
timeline to receive most products. If you need an item less than 2 days out that is available at a typical 
drugstore or grocery store, site staff should purchase the items and submit a reimbursement request (see 
directions on following page). 


PATIENT DISCHARGE TRANSPORTATION 


OVERVIEW 

Nonprofit Fiduciary Partner will provide an Uber account for each isolation site. The account is only for 
patient transportation following discharge from the site. The account is accessible on the site tablet 
provided byNonprofit Fiduciary Partner. 


To use the account, (1) Open the Uber app on the tablet. (2) Enter your patient’s destination address and 
select the UberX option for a four-passenger vehicle. (3) Confirm the ride and the select the correct pickup 
location. (4) If necessary, alert site security the Uber’s ETA. (5) Keep the tablet on hand to track your Uber’s 
arrival. 


AFTER HOURS PROCEDURES 


OVERVIEW 

Nonprofit Fiduciary Partner normal hours of operation are Monday through Friday from 7am until 6pm. For 
questions orrequests during normal operating hours please reach out directly to your assigned “NFP Site 
Lead”. 
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We encourage all sites to leverage Nonprofit Fiduciary Partner reimbursement procedures to independently 
procure anyneeded supplies during after-hours. 


In the event that you have requests or questions outside of Nonprofit Fiduciary Partner’ normal operating 
hours pleasetake the following steps: 
o For All Non-Urgent Requests: Please email your request directly to your NFP Site Lead. Site leads 
willrespond with updates as soon as normal operating hours commence. 
o For Urgent Requests: Please reach out via email to all the Nonprofit Fiduciary Partner after hour 
leads listedbelow. These After Hour Leads will be taking shifts. By emailing all 3 people, you can 
ensure the timeliest response possible. 


AFTER HOUR LEADS - TBD 


REIMBURSEMENTS 


OVERVIEW 

Nonprofit Fiduciary Partner can reimburse staff and/or organizations who incur expenses on behalf of Los 
Angeles County’s COVID-19 emergency response. Please keep in mind that the Los Angeles County intends to 
have all expenses ultimately reimbursed through emergency federal and state resources. At this time, 
Nonprofit Fiduciary Partneris tracking expenses by both expense type (“Purchase Description”) as well as by 
the specific isolation/quarantine site. Other data collection may be required as funding requirements are 
refined by local, state, and federal funders. 


To be reimbursed for an allowable cost incurred, please fill out the form on the last two pages of this packet 
and submit to apinvoices@brilliantcorners.org with “COVID19 — REQ” in the subject line. 


The Nonprofit Fiduciary Partner team will process your request and may be in touch with questions or 
clarifications. Pleaseensure to provide backup documentation for the expenses in addition to a completed W-9 


form. 


Please email NFP representative with questions about the process or to receive a copy of thereimbursement 
form. 
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COVID-19 Response 
Non-Employee Reimbursement Request Form 


Please complete this form to be reimbursed for personal costs incurred on behalf of Los Angeles 
County’s COVID-19 emergency response. 


Recipient Information 


Name: 
Address: 


Organization: 


Email: 


Isolation/Quarantine Site: 
Purchase Description: 


Amount Requested: $ 


Payment Method: O Direct Deposit O Check 


Direct Deposit Information 


If you selected Direct Deposit, please complete this section to authorize payment. The information 
being collected will be used by Nonprofit Fiduciary Partner to transmit electronic payment data to 
your bank. Please also include a copy of a voided check to verify account information. 

If you have previously completed this form, you only need to sign and date below. 


Name of Bank: 
Account Number: 
Routing Number: 


| authorize Nonprofit Fiduciary Partner to direct deposit expense reimbursements into my 
designatedaccount above. 


Signature: Date: 
Print Name: 


Request Submission 


Return this form, along with backup documentation such as receipts and other 
communications/approvals regarding the request, to the Nonprofit Fiduciary Partner Finance 
Department at: TBD and include “COVID19 — REQ” in the email subject line. 


If this is your first request, please include a completed W-9 and, if requesting Direct Deposit, a 
copy of a voided check. 


Once submitted, you will receive a confirmation of receipt and the team may be in touch with 
questions or clarifications if needed. 


The above email can also be used for any questions about how to proceed. 


Once a request has been reviewed and approved, payments should be received between 7-10 
business days depending on method. 


